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Backing Up Your Data

In today’s world of advancing technology, you may have figured out by now that it is
not 100% reliable. Thus, it is important to keep up to date backups of the data on your
computer. This tutorial will explain two methods of backing up data - one method using
an external hard drive, the other using blank DVDs.

Before we jump into transferring files to an external hard drive or a DVD, there are a
few applications that we need to back up (if you use these).

Address Book Archive

Open up the Address Book application
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Save it in your Documents

Import >

Subscribe to Address Book... - .:

Send Updates... 1 Venchus (AIM)
s folder for future access.
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Open up the iCal application

® ical Edit Calendar View Window Help

New Event #N
800 New To Do #BK

New Calendar #N L

New Calendar Group {#N

In the File menu, select

CALENDARS
igJ NI Back up iCal...
HMS
™ HmsH Import... . .
# stoneg  EXport... AL ST A_Wlndow will pop up that_
¥ pis1y  Close BW ' will ask you to name the file
v Aurora and choose where it will be
Restore iCal... saved. Save it in your
B ap ) Documents folder for future
—_— e7:15a - 3:00p aCCeSS

eD181 BCB after school

®7:20a - 3:00p

If you are using Safari:

® safari i) Edit View History Bookmarks Window Help

New Window #N D181 Help Desk
New Tab BT f/helpdesk.d181.0rg/helpdesk/WebObjects/Helpdesk
Open File... 80 =

Open Location 8L FI HMS Homepage NWEA Reports BrainyQuote Pandora Gmail

Close Window BW

In the File menu, select
Export Bookmarks...

Save As... £

s
IENT

Mail Contents of This Page &I
Mail Link to This Page o8l
Open in Dashboard..

A window will pop up
that will ask you to
name the file and
choose where it will be
saved. Save itin your
Documents folder for
future access.

Import Bookmarks...

"Login

User Name |

Password

Forgot Password
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P N

If you are using Firefox: To Determine the Version:
w Version 2.x.x Select Firefox > About Mozilla Firefox

-

In the Bookmarks menu, select Organize Bookmarks...

Firefox File Edit View History p:l (i Fli<3 Tools Window Help
800 . Bookmark This Page... 8D igle

& 2 [Clny

D181Y Aurora UniversityY Movies

Web Images Maps News Shop)

Bookmarks Toolbar Folder =
Mozilla Firefox =
iBook Surgery I

Apple Reservation - Oakbrook

.’ Firefox

Edit View Window Help

New Bookmark... Googl
New Live Bookmark... -
New Folder...

p1  New Separator sv Yahoo! Mail Gmail Google Images BrainyQuote Liebermal

Import ping Gmail more v

B.//www.google.com/

A new window called
“Bookmarks Manager” will
appear. In the File menu,
select Export...

W
— a Wl (V) ! ”

New Bookmark...  NewFolder...  New Separator Move... Properties... Rename... Delete

Close

Another window will pop
up that will ask you to
name the file and choose
where it will be saved.

Search:

a

v Bookmarks Name Description
v Bookmar...
D181 v Bookmarks Toolbar Folder Add bookmarks to thi...

Auror... > D181 District 181 - related ...
Save |t |n yOUI‘ > Movies > Aurora University
Documents folder for -y
> iBook Su... “¥? Yahoo! Mail
future access. b Math Stuff |Gl Gmait

|G| Google Images

”W BrainyQuote

@ Lieberman Management - BB King
9 Blues on the Fox
o NPR : National Public Radio : News & Analysis, W... ...

After exporting your
bookmarks, you may
close the Bookmarks
Manager window.

Mozilla Firefox
iBook Surgery
Apple Reservation - Oakbrook
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If you are using Firefox: To Determine the Version:
- Version 3.x.x Select Firefox > About Mozilla Firefox

In the Bookmarks menu, select Organize Bookmarks...

Firefox File Edit View History p:l 1 tlis Tools Window Help

®00 | Bookmark This Page... ¥D igle
& L Gy
D181Y Aurora UniversityY Movieg Organize Bookmarks... .man

Web Images Maps News Shop)

Bookmarks Toolbar Folder [ 2

Mozilla Firefox

iBook Surgery
Apple Reservation - Oakbrook

eno : Library

History | Backup Tags Location
Tags Restore >

Import HTML
» 7| Bookmarks Menu Export HTML

W, Unsorted Bookmarks

A new window called
“Library” will appear. In
the File menu, select
Export HTML...

Another window will pop
up that will ask you to
name the file and choose
where it will be saved.
Save it in your Save As: bookmarks.html (+)
Documents folder for

(@) Export Bookmarks File

<> = E] (1] Documents W @
future access. S Dettron 0
& Madnto..
. 2l iDisk [ 2] Downloads
After exporting your @ Library
il Movies A Annes Folder
bookmarks, you may M320-M8-- | g music 3 Arcsoft
e &l Pictures 4 4
close the Export B Em-iBo.. (5 pupiic v v
. . = eim-iBo... * n P SR NI
Bookmarks File window. -
| Save As: | HTML Files ]

(" New Folder ) (" Cancel ) Save )
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/B\ Home Folder

J— The Home Folder is basically your account folder. It stores all of the
files, folders (Desktop, Documents, Pictures, Music, Movies, etc.),
preferences, and application data that you create while logged into your
account. This is the most important folder that you will want to back up.

®o00o
Gl (B =]
¥ DEVICES m" ~ Name
&, HMS-MBP-Vench... : : % gzittr:l:ms
.. Macintosh HD M > &8 Downloads
» SHARED : » [ dwhelper
In the Finder Window, et : : % :2:,?;:
this is your Home Folder ' | » [ Music
I » (& Pictures
\ | » (& Public
s Downloads H » (@ sites
7 Documents :
(L] Aurorau :
[ ] HMS !

You can also locate the Home Folder by opening Macintosh HD, then selecting your Home
folder

®oo 75 venchus O |
(<[> Q
¥ DEVICES m |
i8] HMS-MBP-Vench... : |
Sacnosh o | |
. |
» SHARED L Library :
¥ PLACES 4 7 Movies |
, L&) Music i
I| &) Pictures |
=B : @ Public |
. Downloads : @l sSites

| Documents
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Home Folder Size

The size of your Home Folder is important. It will dictate how many DVDs you will need or if
you would be better off using an external hard drive. Typically, a DVD will hold about 4.5GB of
data and an external hard drive can hold anywhere from
30GB to 1000GB (1TB).

®00

(<] > ] = [0 If you do not have an external hard drive but have more
DEVICES -~ Name than 4.5GB of data, you will have to split up your data
1 HMS-MBP-Vench... | : — g::’r;’:j onto multiple DVDs e.g. one DVD with your Desktop,
_.. Macintosh HD : z Documents, and Libraries folders, and one DVD with
AT | your Music, Pictures, and Movies folders.
PLACES ‘ T . . «
T — : To check the Home Folder size, we will use the “Get
e Info” Window.
,/A.; Applications
> Downloads
7| Documents ™ O O 4 venchus Info

—"

L Aurora y : /O\ venchus 18.81 GB
(] HMS -/ _B_ Modified: Today at 7:04¢A
ﬁ Music ¥ Spotlight Comments:
@ Pictures

E Movies

¥ General:
KingfFolder

e: 18.81 CB on disk
(20,162,128,285 bytes) for
14,851 items

Where: fUsers
Created: Wednesday, May 14, 2008 7:23

AM
1 Modified: Today at 7:01 AM
Click once on your Home Folder el X
to highlight it and press LS
command-i to open up the Info 7 Locked
Window. P More Info:
» Name & Extension:
The size of the folder will appear ¥ Preview:
in the upper right hand corner of A
the window.
o

In this example, you would back
up to an external hard drive or I
use five DVDs.

¥ Sharing & Permissions:

You have custom access

Get Info Window
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Backing Up Your Data

Finally! You can start backing up your data.

If you are using an external hard drive

XLs

Trade=In & Recyc
Equipmentisheet

On'the Go?

Open the external hard drive by —
double-clicking on the icon.

Create a new folder by clicking on
the Action button and selecting New

Folder.
Rename the folder so you know what e<o»o
it contains, e.g. “Abraham Backup e

526 10”.

L_J D181-MacPro-Venchus
) Macintosh HD
. Backup HD

Then, drag the following folders to

H On the Go? —
your “backup” folder: v SHARED
(s backup =

Don’t Backup Your Library Folder.

- Desktop

M Finder File Edit View Go Window Help

- Documents =
- Downloads S
- Movies ®

. &
- Music 6
- Pictures 5
- Public =
- Sites . o)

B Um-vac-Am21-5x-01
®

| N

In this example |
have 2 extra
folders
InstallSheild &
gtcocalcomp that
| also wanted to
backup.

= |
e
"

'k hA

@onim ge

Projector
Troubles...ng.pag

28 D | Il - Q
Name | New Folder Date Modified
New Burn Folder
Open

Eject “On the Go?"

Get Info

Show View Options

=201 P B WO i T «) W = 1009 Wed 11:28AM Q
!

Q

E3ckup Cleanup

B WIE T el mpkg

Date Moaed
Today, 11:23 AM
Yesterday, 1:43 P

May 24, 2010, 12:55 PM
Jan 12, 2010, 2:45 PM.
Jan 7, 2010, 2:02 P}
Aot 25, 2010, 3.06 M
Jan 24, 2010, 4:13 P
Nov 21, 2009, 1:49 PM
Now 22, 2009, 9.10 AM
Aug 19, 2009, 11:23 AM
Aug 19,2009, 11:23 AM

S
B emsmho &
320 vap-aar
B 2U-VaP-Berry
R 2U-ver e
B 320-vaP-tae
B - ibtac-un
B o tac
®

* maces
B Oeshace
2 samin
A Assiestam
" Oocuments

When the files are finished copying, you can eject the external hard drive and store it for later use.
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If you are using DVDs

Check the size of your Home Folder using the instructions above.

If the size is less than 4.5GB, burn all folders within the Home Folder to a DVD using the
“How to Burn a Data DVD” instructions.

If the size exceeds 4.5GB, you will have to split up the contents of your Home Folder into
sections of no more than 4.5GB. You can use the Get Info Window (highlight the folder,
press command-i) to find out the size of a folder***.

IT IS VERY IMPORTANT THAT EVERYTHING IN YOUR HOME FOLDER MAKES IT
ONTO THE DVD(S), BUT THE FOLDERS BELOW IN BOLD ARE MOST IMPORTANT:

- Desktop

- Documents

- Downloads

- Movies

- Music

- Pictures

- Public

- Sites (if you use iWeb, make sure to get this one)

Do not backup your LIBRARY folder. This will be recreated on your new computers.

Once you have decided how to split your folders/files, follow the burning instructions using

***The Burn Folder will also tell you how much room your files are taking up and if it is
possible to burn all of your data on one disc. In the example below, you would have to split
up the folders into 5 DVDs.

|&|Burn Folder

= DOEED a
M Burn Folder

Name 4 Date Modified S
venchus Today, 2:05 PM 228

@) Burn i

“Burn Folder" is too large to fit on the disc. Remove some files
‘O‘ and try again.

Ol

Burn Folder Error Message

:( f \ 3

4 »
{ 1 item, minimum disc size: 18.93 GB } @
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How to Burn a Data DVD

Welcome to the exciting world of disc burning! As you may or may not know, there are multiple
disc types that can be burned including: Audio CDs (the kind you play in a CD player), Data CDs/

DVDs (the kind that hold individual files for backup purposes), and DVD Movies (the kind you
play in a DVD player).

This quick tutorial will cover the burning of Data DVDs in four easy steps.

Step 1: Insert a blank DVD into your computer

You inserted a blank DVD. Choose an action
This window may appear after inserting fromithe:pap=upimentwoniciclgnore:
the blank DVD. Make sure that the
Action is “Open Finder.” Click OK.

Action: & Open Finder Q

1 Make this action the default

‘/? [ Eject ) ( Ignore ) ‘_—OK'--;

Step 2: Open your Home Folder and the blank DVD

# . Click the Finder
guy in your dock

to open a new

Finder window.

+ Navigate to your
Home Folder

C . - Double-click the
- DVD icon on
your desktop
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Step 3: Drag your data to the blank DVD

806 Ubrary —
‘ QADNCDIEDT ) R —
Hsrory Backup. Tags Location
(8 Tags Restore >
B
L&, Bookmarks Toolbar Import HTML
" | Bookmarks Menu Export HTML

See page 8 for notes about disc size capabilities.

Step 4: Burn the DVD

(2) Untitled DVD

Blol=) (o](%]
Recordable DVD [ Burn J
ime Date Modified —
4 Pictures Today, 8:01 AM
(32 Public Today, 8:01 AM
2l Sites Today, 8:01 AM

(@)
G ‘ In the DVD window, click the Burn
button to open the burn dialog

window

79" Export Bookmarks File
. . . Save As: bookmarks.html @
+ Enter a practical name in the Disc Name
H H H H HH | » | (22 =7m) /(&) Documents Y (Qsearct
field (i.e. something that identifies what 2 T & Document &
this disc is like “Venchus 2008-09”) > e .. NI 0
« Click Burn =L i b
Sl (3 Movies [ Annes Folder
W 320-MB... | | g i [ Arcsoft
& em_Lab.. (& Pictures A -
¥ Bm-iBo... LG5 public Y 7] bookmark Y
| Bem-igo.. : _— I G50 hiem Fatdas fas !
| Save As: | HTML Files =)
New Folder _ Cancel ( Save
OO0 Burn -
Burning disc: “How to Burn a DVD" A message will appear indicating the status of
A2 SIS ITIIEI SRR RRRRRES e e . g
State: Wiing track writing to the disc and then verifying the burn

Percent complete

was successful.




